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PART 2024 - PRCPERTY AND SUPPLY

Subpart O - Advance Acquisition Pl an

§2024. 701 Policy.

Policy Letter 81-1 published by the Ofice of Federal Procurenment Policy
requires all Agencies to develop and inpl enent an annual Advance Acqui sition
Plan (AAP) and to devel op and issue procedures for preparing such a plan.
AAPs are devel oped and used by the Farmers Hone Adm nistration (FmHA) to
assure efficient and econom cal acquisitions, and to prevent wastefu
practices resulting fromhurried or unnecessary yearend acqui sitions.

Program contracting, budget and fiscal personnel will provide support and
necessary assistance to ensure the success of this system

§2024. 702 Scope.

Thi s subpart establishes the FnHA AAP systemto neet the requirenents in
§2024.701 of this subpart. This systemi ncl udes:

(a) Annual AAPs;
(b) Established acquisition |eadtinmes and cutoff dates;
(c) Acquisition tracking system

(d) Procedure for obtaining approval for requirements which do not neet
the established cutoff dates or are not included on AAPs;

(e) Procedure for involving contracting, budget and program personne
i n advance procurenent planning; and

(f) Procedure for reducing yearend spendi ng

§2024. 703 [ Reserved]

§2024.704 (bj ectives.
The obj ectives of AAP are:

(a) To provide goods and services to assist managers in conpletion of
responsibilities and award acquisitions in an orderly manner, ensure
sound acquisition practices and effective conpetition, stimulate

i nnovati ve acqui sition nethods to neet program needs, and nmaintain
accountability.

DISTRIBUTION. W S Adm ni strative Services
Property and Supply
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§2024.704 (Con.)

(b) To provide a flexible systemthat allows revisions reflecting
budget changes, energencies and program direction changes, and thereby
become an effective tool in planning and managi ng the program functions
whi ch are inplenmented through the acquisition process;

(c) To assess the appropriateness and provi de advi ce on the best
net hods to neet program needs;

(d) To control unnecessary fourth-quarter spending; and
(e) To provide data to assist:
(1) Equipnent review groups in neeting overall |ocation needs.

(2) Contracting personnel in devel oping individual transaction
pl ans,

(3) In consolidating requirements to reduce workl oad and provide
price breaks by quantity buying,

(4) In nore economcal distribution of contingency funds,
(5) In neeting budget planning and |limtations,
(6) In neeting reporting requirements for controlled acquisitions,

(7) Program and contracting personnel in devel opi ng specifications
and statements of work,

(8) Managers in neeting essential and priority requirenents,
(9) In overall reduction of yearend spending,

(10) Contracting managers in scheduling workloads and resources.

§2024. 705 _Types of acquisitions.

(a) AAPs include the follow ng types of acquisitions which are funded
from"Sal ari es and Expenses"” funds or from ot her annual appropriations
and revol vi ng funds:

(1) Proposed contract actions estimated to exceed $25, 000 annual | y;

(2) Interagency agreenents estimated to exceed $25, 000 annual ly;
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(3) Delivery orders against existing contracts (including CGenera
Services Adm nistration (GSA) and Federal Supply Schedul e (FSS)
contracts) estimated to exceed $100, 000 (except delivery orders
pl aced against the Multi-Function Wrk Station (MW5) contract).

(4) Al Automated Data Processing (ADP) and word processing rel ated
acqui sitions in excess of $25,000 (except delivery orders placed
agai nst the MFW5 contract); including contracts, delivery orders
agai nst existing contracts (including GSA Federal Supply Schedul e
contracts), and interagency contracts and agreenents.

(5) H gh-waste vulnerability requirenments which are proposed
contracts estimated to exceed $10, 000 and classified in one or nore
of the areas |isted bel ow

(i) Consulting services,

(i1) Audiovisual products and services,
(iii) Furniture,

(iv) Nonconpetitive contracts, and

(v) Personal services contracts.

(b) The Contract Review Board (CRB) will approve an annual budget for
MW r el at ed expenditures.

(c) Al FnHA acquisitions must be included on the AAP regardl ess of the
FmHA entity naking the acquisition (i.e., National Ofice, Finance
Ofice, State Office, or a field office). (See 82024.706 of this
subpart for further guidance on acquisitions relating to program
services.)

§2024.706 Program service acquisitions.

Program servi ce acquisitions are submtted for inclusion in the AAP by
t he sponsoring National Ofice division or Staff O fice. The sponsoring
office estimates will include nationw de requirenents and costs. Field
offices will not be required to seek additional approval for program service
contracts which nmeet the following criteria:

(a) Specific authorization exists in current agency instructions for
the required program servi ce;

(b) The requirenent is within the contracting budget allotted to the
requesting office; and

(7-30-86) PN 19
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§2024. 706 (Con.)

(c) The contracting officer has the appropriate del egation of authority
or warrant to make the acquisition

82024. 707 Advance acqui sition plans.

(a) Divisions which propose acquisitions identified in §2045. 705 of
this subpart will submt themas a part of their regular budget request
due on May 1. Use the format shown in Exhibit C of this subpart.

(b) The Budget Division (BU wll integrate AAPs into its annual budget
formul ati on process with assistance fromthe Directives and
Admi ni strative Services Division (DASD).

8§2024. 708 Contract Review Board (CRB).

(a) Al acquisitions are approved by the Adm ni strator or designee.
The CRB acts as an advisor to the Adm nistrator to make efficient and
ef fective use of Agency resources. The Administrator, or designee, may
approve acquisition requests without CRB review to nmeet high priority
and emergency situations.

(b) The FnHA CRB normally meets nmonthly. In the June and August
nmeetings, the CRB reviews the AAP, categorizes proposed requirenents,
and nmakes fundi ng recomendati ons to the Admi nistrator for the next
fiscal year. The AAP will be approved by the Adm nistrator by Septenber
30. The CRB:

(1) Reviews and approves proposed acquisitions not previously
i ncluded in the AAPs;

(2) Reviews and approves proposed acquisitions subnmitted after
acqui sition cutoff dates indicated in Exhibit B of this subpart;

(3) Monitors acquisition status or progress

(4) Categorizes requirenents based on current fiscal bal ances,
comm tnents, and obligations; and

(5) Determines the fiscal quarter in which acquisition will be
pl anned to occur.

(c) The CRB consists of the follow ng individuals:
(1) Associate Adm nistrator

(2) Deputy Adm nistrator, Financial and Administrative Operations.
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(3) Deputy Admi nistrator, Program Qperations.
(4) Director, Budget Division (non-voting).

(5) Director, Directives and Adm nistrative Services Division (non-
vot i ng) .

(d) Proposed requirenments not included in the Septenber AAP approved by
the Adm nistrator or which do not neet an established acquisition cutoff
date are revi ewed and approved by the CRB at subsequent neetings. Such
requi rements will be introduced by the cogni zant Deputy Adm nistrator
during the nonthly Board neetings. Approved AAPs can be revised only to
refl ect budget changes, emergencies and program directi on changes.

(e) Requisitioners submitting acquisition requests to the CRB after the
cutoff dates specified in Exhibit B of this subpart will include a
justification for late submttals and the statement shown bel ow. Such
requi sitioners will obtain approval by the appropriate Assistant

Adm nistrator or Division Director prior to submtting their late
requests.

"The financial data code(s) cited herein and the appropriation
associ ated therewith, have been nade available to neet this
requi rement in subpart of an approved program These funds are
being obligated to neet a current need for the program and not
nerely to obligate funds that would otherwi se revert to the
Treasury.

DATE SI GNATURE

APPROVAL COFFI ClI AL:

DATE SI GNATURE "

§2024.709 Acquisition categories.

(a) The follow ng al pha/nunmeric systemw || be enployed in
"cat egori zi ng" acquisitions:

(1) Category "A" - Essential acquisitions needed (or required) to
mai ntain current operations at the sane level into the next fisca
year.

(2) Category "B" - Major agency initiatives to be considered for
approval and funding before Category "C' initiatives.

(3) Category "C' - Al other initiatives which may be funded based
on availability of funds.

(7-30-86) PN 19
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§2024.709 (a) (Con.)

(4) The fiscal year quarter in which an acquisition is planned
shal |l be denoted as "1", "2", "3", or "4". (See Exhibits "A" and
"B" of this subpart for guidance).

Thus, Category "Al" denotes an essential requirenent to maintain current
operations at the same | evel and planned for the first quarter of the
upcom ng fiscal year

(b) The requisitioning office will recommend a categorization on the
Requi rement Initiation Review Docunent (see Exhibit C of this subpart).

(c) The FnHA Contract Review Board will assign a final category.

82024. 710 Acquisition tracking system

Acqui sitions submitted to BU by initiating offices and approved by the
CRB will be consolidated into the "Contract and Acquisition Status Report,"”
and the Agency budget request to the Department. This report will be
publ i shed nonthly by BU with assistance from DASD

82024. 711 Acquisition | eadtines.

(a) After approval by the Administrator, or designee, the proper office
will be notified by BU of these approvals. The initiating office wll
prepare the necessary docunentation and a "ready" requisition. The
success of the AAP system depends greatly on the tinely subm ssion of
"ready"” requisitions. There are certain key requirenents that make a
requi sition "ready" for processing by contracting personnel. A "ready"
requi sition contains the foll ow ng:

(1) Conpleted Form AD- 700, "Procurenment Request."
(2) Appropriate funding.

(3) A full description of the requirenment (specifications, work
statenents, draw ngs, delivery schedul es, contractor selection
criteria, etc.).

(4) Supporting docunentation, including all required clearances,
approval s, authorizations and justifications.

(b) Requisitions which are not "ready" cannot be processed and must be
returned to the requisitioner for corrective action. This is of
particul ar inportance as the end of the fiscal year increase in

acqui sition workl oad approaches.
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(c) Initiating offices will submt their "ready" requisitions to DASD
through BU as early as possible in the fiscal year to avoid subm ssion
of requests that will cause acquisitions in the fourth quarter of the
year. Acquisition requests should be submtted well in advance of the

| eadti mes shown in Exhibit A of this subpart, and will be subnmitted
early in the first and second quarters of the year to the fullest extent
possi bl e.

(d) Acquisition |eadtinme begins when a properly prepared, fully
docunment ed "ready" requisition is received in the DASD contracting
of fice, and ends when an award is made. Acquisition |eadtinmes for
subm ssion of "ready" requisitions are listed in Exhibit A of this
subpart.

82024. 712 Acquisition cutoff dates.

Proper processing of acquisition transactions is controlled by required
time periods to acconplish various phases of the acquisition cycle. To ensure
that all acquisitions neet bona fide needs of the Governnent during the
current fiscal year, cutoff dates for receipt of "ready" requisitions are
indicated in Exhibit B of this subpart. Al efforts should be nade to subit
requests well in advance of these established dates. Only urgent and
conpel l'ing acquisitions should be submtted on or after these dates. Those
subm teed after these dates shall be reviewed and processed in accordance with
8§2024.708 (a), (d) and (e) of this subpart.

§82024. 713 - 2024.750 [Reserved]

Attachnents: Exhibits A, B and C

0Qo
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Exhi bit A
ACQUI SI TI ON LEADTI MES
Smal | Pur chases
Suppl i es Servi ces
Open Mar ket Purchases $ 1-$ 1,000 7 days 7 days
$ 1,000 - $ 2,500 15 days 15 days
$ 2,500 - $10, 000 30 days 25 days
$10, 000 - $25, 000 55 days 85 days
Federal Supply Schedul e Mandatory source 7 days
Mul tiple award 30 days
schedul e
Contracts
Seal ed Bid Contracts $ 25,000 - $500, 000 80 days 110 days
over $500, 000 120 days 120 days
Negot i ated Contracts $ 25,000 - $100, 000 125 days 155 days
(full and open $ 100, 000 - $500, 000 155 days 185 days
conpetition) over $500,000 160 days 185 days
Exercise of Priced Option any anount 30 days 90 days

Acqui sition | eadti mes may vary depending on the nature of materials or
services that are requested. O fices requesting Autonated Data Processing
(ADP) equi pment or services are cautioned that such acquisitions usually
requi re Departnental technical approval and a specific del egation of

acqui sition authority fromthe Departnent or GSA that usually requires
additional tinme. Likew se, requirenents negotiated under the authority of 41
U S.C 253(c)(1) (sole source) may require an additional |eadtinme of 60-90
days beyond those |isted above for "full and open" conpetitive negotiated
contracts.

0Qo
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Exhibit B
REQUI SI TI ON CUTOFF DATES
Met hod of Cut of f
__Item Armount Acqui sition _Date
Suppl i es and any anount mandat ory schedul e 9- 20
Equi pnent any anount est abl i shed source 8- 30
any anount nonmandat ory schedul e 8-30
$1 - $1, 000 smal | purchase (open mnarket) 9- 20
$ 1,000 - $10, 000 smal | purchase (open narket) 8-30
$ 10,000 - $25, 000 smal | purchase (open mnarket) 8-06
$ 25,000 - $500, 000 contracting (seal ed bids) 7-10
over $500, 000 contracting (seal ed bids) 5-30
$ 25,000 - $100, 000 contracting (negotiation) 5-25
$100, 000 - $500, 000 contracting (negotiation) 4-25
over $500, 000 contracting (negotiation) 4-21
any anount exerci se of priced option 8- 30
Construction and any anount mandat ory schedul e 9-20
Servi ces any anount est abl i shed source 8- 30
(non- ADP) any anount nonmandat ory schedul e 8- 30
$1 - $1, 000 smal | purchase (open mnarket) 9- 20
$ 1,000 - $2,500 smal | purchase (open mnarket) 9-15
$ 2,500 - $10, 000 smal | purchase (open narket) 7-15
$ 10,000 - $25, 000 smal | purchase (open mnarket) 7-03
$ 25,000 - $500, 000 contracting (seal ed bids) 6- 10
over $500, 000 contracting (seal ed bids) 5-30
$ 25,000 - $100, 000 contracting (negotiation) 4-25
$100, 000 - $500, 000 contracting (negotiation) 3-25
over $500, 000 contracting (negotiation) 3-25
any anount exerci se of priced option 6- 30
ADP
Equi pnent up to $50, 000 establ i shed source 8- 30
over $50, 000 establ i shed source 7-30
$1 - $1, 000 smal | purchase (open mnarket) 9-15
$ 1,000 - $10, 000 smal | purchase (open narket) 8-30
10, 000 - $25, 000 smal | purchase (open narket) 7- 30
$ 25,000 - $50, 000 contracting (seal ed bids) 6- 30
$ 50,000 - $300, 000 contracting (seal ed bids) 5-25
over $300, 000 contracting (seal ed bids) 4-01
$ 10,000 - $50, 000 contracting (negotiation) 5-20
$ 50,000 - $300, 000 contracting (negotiation) 4-30
over $300, 000 contracting (negotiation) 2-20
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Exhibit B
Page 2

ltem

ADP (cont.)

Ser vi ces

REQUI SI T1 ON CUTOFFE DATES

Anpunt
$1 - $2,500
$ 2,500 - $10, 000
$ 10,000 - $25, 000
$ 25,000 - $500, 000
over $500, 000
$ 10,000 - $25, 000
$ 25,000 - $100, 000
$100, 000 - $500, 000
over $500, 000

Met hod of
Acqui sition

smal | purchase (open market)
smal | purchase (open market)
smal | purchase (open market)

contracti
contracti
contracti
contracti
contracti
contracti

000

ng
ng
ng
ng
ng
ng

(seal ed bids)
(seal ed bids)
(negoti ation)
(negoti ation)
(negoti ation)
(negoti ation)

Cut of f
_Date

5-15
7-30
6- 20
5-25
3-15
5-10
4-10
3-10
2-15
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Exhibit C

REQUI REMENT | NI TI ATI ON
REVI EW DOCUMENT

Dl VI SI ON OFFI CE:

REQUI REMENT NUMBER: (Division or Ofice synbol - fiscal year - your
Identification nunber) Exanple: DASD- 86-01

DESCRI PTI ON OF COWODI TY OR SERVI CE:

TYPE OF ACTI ON:

ESTI MATED COST:

SOURCE OF FUNDS:

DATE COWMMODI TY/ SERVI CES | S REQUI RED:

PRI OR YEAR FUNDI NG OR RELATI ONSHI P TO OTHER FnHA ACTI VI Tl ES:

| MPACT ON FUTURE YEARS' FUNDI NG

JUSTI FI CATI ON:

AAP CATEGORY: (Recommended categorizati on based on best information
available to originating division or staff office)
(Exanmpl e: "B3" indicates a najor agency initiative planned
for the third quarter.)

0Qo
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